HMAEEMZEELE

VACANCY ANNOUNCEMENT

SRS : FLCY-24-21
Announcement No.

HEEHEA:

Closing Date 6 Apr 21
#17H:

Date of Issue 24 Mar 21

1. 584, BE, FR EFENR (LPL), &5 (BWT)
Job Title, Job No., Grade, LPL, Basic Wage Table (BWT):

SEAH
No. of
Recruitment

Management Analyst, #119

[BE 5> HHs] 14

Bi1Z%EHk B REH#R Target Grade & Language Proficiency Level (LPL):
%k Grade-6, EFRESI#R LPL-3

ERATEE R B VVER 5585 18] Acceptable Trainee level:
%4k Grade-5, BFAE Sk LPL-2

X £#%%RBWT-1) [ KEERBWT-2)

Administrative Blue Collar Trade

O] RRZRBWT-3) [] EER(BWT-5,6)
Security Medical

4. 5L EE & F Area of Consideration
I. X MLC/IHAEXEE (BB A)

Current MLC/IHA Employee within Activity

Il. X 3] MLC/IHA €% B (@HEN)

Current MLC/IHA Employee in commuting distance

. ] BMLCIHARREB(2EAXE)
Current MLC/IHA Employee Japan Wide

IV. [] 4+&B Off Base Applicant

2.ERBX Activity

NAVSUP Fleet Logistics Center Yokosuka
Support Services Department (300)
Business Management Division (310)

B #EIH AT Working Place: #78% 7 AT Tomari-cho, Yokosuka-shi

3. B FEBER Work Schedule (3B_40  BFREIH hraw)

£17H Work Days: Mon thru Fri

&1 75RERS - /KER Work Hours/Recess Period: 0745-1630/1200-1245

L] % &) Night Shift X 7% Overtime X] Hi3k Business Travel

5.ERDTELE Type of Employment
X MLC
] IHA
(X % R Permanent
L] BRE Limited Term (__» A Months)

L1HPT

6. BEFENZ Duties

See attached task list.

HR A RFERIR  Outstanding Working Condition, if any.

7.EBEH. BAEEH Qualification/Physical Requirements

* Must possess English language ability meeting the Language Proficiency Level (LPL) indicated in column #1.

#HLIEICTRESNEFRABLANIVICHE T HHEE

EFRAVNDELLBYET,

a. One year of specialized technical or administrative work experience equivalent at 1-5 level in the related work, OR completion of

Master’s Degree in a related field.
b. Knowledge of financial or accounting management systems.
¢. Knowledge in planning program costs and long range fiscal planning.

d. Ability to plan, analyze, evaluate and support business planning for the organization.

e. Ability to prepare, coordinate operational functions and business plan.

f. Skill in operating personal computer applications such as Microsoft Word, Excel and Access.

g. Ability to speak, read and write English at exceptional proficiency level.

* An applicant who does not fully meet the qualification requirements stated above may be considered at a lower grade level as

below.

1-5: a. One year of clerical, technical, or administrative work experience equivalent at 1-4 level in the related work, OR completion

of 4-year college/university in a related field.

* Handicapped applicants may be accepted, depending on the degree and kind of disability.




8.32H9 % + M Application and Associated Documents

ABEEE EAMIC/IHARERE) OTELESHEIBEF I 7ML TEA—ILTORBLERY FT, REBICT 7L
Zip File FIZEMEFITEE L TL £ E L\, PDF, JPG, JPEG, GIF, PNG XD AHNEZZ(FE 4 Y £, Current
MLC/IHA employees must submit all requested documents below in digital format by e-mail. Do not zip (compress) files when
you e-mail. Acceptable data formats are PDF, JPG, JPEG, GIF, and PNG only.

*[X] 22 & i3 FA#E Application for Vacancy Announcement
X E PR FEE Resume of Specialized Work Experience
*MEAlL Complete * in [] HA&ZET Japanese [X] #FET English [] &% 5 T% Either
X RE/FBEENEAXRBETHELTCLSAIF. [HRKCET 2EMER]
If you have any family/relatives who work at U.S. Navy base/facility in Japan, “Questionnaire on Relatives”
FREXFUTOURL &Y FIA—KFTEEY, The above forms can be downloaded from;
http://www.cnic.navy.mil/regions/cnrj/om/human_resources/MLC_IHA HPT Jobs/JN_Forms.html
X HEORENZIRT 5HDDE L, TOEIC, TOEFL, CASEC, BB DA EHIMAMRAE L LTZIHHFFES,
CRATEMTERBILX ALCPT £ 0]) ZOMOGERE. RUKZEEANICHET IECRERFRALLGYEY, RELZAESE
L9455 LEMABORENSVETT,
Certificate of English Proficiency. Only TOEIC, TOEFL, CASEC, and EIKEN certificates are accepted as English Proficiency
Test (EPT) certificate. (ALCPT certificate is acceptable for current/former USFJ employees.) Other EPT certificates or
Self-statement on English proficiency will not be accepted. The same applies to those whose native language is English.
L] (4 BB S 5E D & For external applicants only) 84 At F #86ft L. G HEEDEERS ERT- KL EE LV HRIEAHRE (12cm x
23.5cm)
12cm x 23.5cm Envelope with Applicant’s Zip Code, Address, Name and a 84 yen stamp (MPS is unacceptable.)
X BAREELUNDAIE, EBH—F (@) KRU/IXRFK— kO E— For non-Japanese citizen applicant, copy of Residence
Card (front & back) and Passport
X] DD-214 Copy (Member-4 copy) only for former U.S. military personnel.

IEEHEIEH L  Office to Submit

REEEE (B MLC/IIHARERR) ENBESEE GEEXRR) TR, BERERHASEVEY, LR ERHYZHRFR
ZDOEVE, BERELTTSL,. BEMUBBE. Office to submit job application documents is different for Current
MLC/IHA Employees versus Off Base Applicants. Please ensure to submit required application documents to the right office.
Applications must be received by the closing date of the Vacancy Announcement.

(X% LEEH4ED “SRHAH" AE MLC/IHARKERDADES., NEBIEEE (EEXR) M oDEEEHIIEMNE
BYFTOTITEIRET S, Whenitem #4, “Area of Consideration” above shows “Current MLC/IHA employees” only, Off
Base Applicants will be rated ineligible.

1. AEEESE (R MLC/IHAGERR) RBHE
KEEHAREMARXAERR (HRO), FR7 FLAANDE X —)LIZHOAEHRM LAY ET, Current MLC/IHA
Employees must submit to Human Resources Office (HRO) Yokosuka by e-mail to the following address:

apply@fe.navy.mil
* COREFICHEATT, CHEFEERXYVVEEVTY, BEBLIMMETOTITERLESWD
This e-mail address is only for acceptance of job application. No response will be provided to inquiries made to this email address.
* A=Y TSI b4y (BEM) (CEELRBSZRHB L. FEHUIE (FR24008) FTICTHROICKEES
h3&S5I2EELTL &N, Please enter VA number in the “subject line” of the e-mail submission. Applications must be received
at HRO by the closing date (by 2400 midnight) of the Vacancy Announcement.
* —BRICODFVEDDA—NITEFEHTHEM LT E XL, Please submit all required digitized documents in “one e-mail” per”
one VA”,

2. NEIEEE GEREXER) RHE Off Base Applicants must submit to:

T238-0011 T238-0011

)R HEBEETRAHIESE 1-6 FEEEIL 46 Murase-Bldg. 4F, 1-6 Yonegahama-dori, Yokosuka
(M)EIBEEFEHEFFEEMRBEEE I (LMO/IAA)  Yokosuka Branch of LMO/IAA

BEE—{& Management #1 Section

EELEHS Phone 046-828-6959



http://www.cnic.navy.mil/regions/cnrj/om/human_resources/MLC_IHA_HPT_Jobs/JN_Forms.html

ZATEFRE - AE—SBE. 0830-17308F (AADEBZEKR<), ERFHZEO BRI I ELIZERLEHLETELY,
Operating Hours: Mon-Fri, 0830-1730 (Closed on Japanese Holidays). Please contact LMO/IAA for questions on conditions of
employment.

10. EFEUIBF For Official Use

HEEKIEY  Activity POC: €323 = E (DSN) 243-8024/6489

PD No.: FLCY-310-017 PD is accurate and current. Certified by Activity: ys | HRO: (rcvd:2/9) sf 3/23, ms 3/23

RHEEEZHELTOWRWMEES EZOXRRIZAY EFH A, Incomplete applications will not be considered.
RESN-IEHEEHIEHEREL LELE A,  Submitted applications will not be returned.

BETLELEINIBEENR (LPL) LRLETREIETEL,
Please see the below for the English Language Proficiency Level (LPL) required of the position:

2016 % 2 A 8 A& ViGER SN AT MLC/IIHATEE BT, 20164 2 A 8 HRENICRITINI- ALCPTHRERIERZHFLDA
X, TORBBEROZEERLAULN TS0 FT7—H—] Th, TOADHELPL LRILELTEEEINET,

For current MLC/IHA employees who have been continuously employed since before 8 February 2016 and possess ALCPT test result dated
prior to 8 February 2016, the attained “level” will be “grandfathered” and honored as the employee’s current LPL.

TOEIC ALCPT TOEFL (PBT) | TOEFL(CBT) | TOEFL(iBT) | CASEC EIKEN

o Paper Based Computer Internet Based iR
LPL SE#REN®K Test Based Test Test
4 - Exceptional Proficiency 860 ~ 990 NA 600 ~ 250~ 100 ~ NA 1st
HEROBNEET D
3 — Fluent proficiency 730 ~ 859 90 ~100 550~599 | 210~ 249 80~ 99 870~ Pre-1st
REEIBRERNZET S
2- Average proficiency 550 ~ 729 75~ 89 460 ~ 549 140 ~ 209 50~ 79 560 ~ 869 2nd
FHPENEET S
1 - Elementary proficiency 400~549 | 65~74 430~459 | 120~139 40~49 | 475~559 | Pre-2nd
NEHLBRENEET S
Pre-1 —Minimal proficiency 350 ~ 399 40~ 64 NA NA NA NA 3rd
(E1HR) RNEROEHNEET S
0 - No language proficiency
EFRENERSGL

PRIVACY ACT STATEMENT BEIARERRFEICDOLNT

AUTHORITY:: Executive Order 10450, 9397; and Japan Law Concemning Protection of Personal Information (Law No. 57 of 2003).

EE KETT

A 10450,9397 ; XU BAE - EABRORECE T HEF (P11 5FEEER+ES)

PRINCIPAL PURPOSES: To record Personal Information for the purposes of executing the business operations of the U.S. Forces, Japan and protection of
human life, safety and property, NOTE: Records will be securely maintained in either an electronic or paper form.
FEWM: ABDEM. B2, HEORELEBRFEOXRBEOXTEZEMNE LT, BARRELRT 54,
AR RRIEIEFER. £ LLFERICTHEIZRESNET,

ROUTINE USES: To maintain Personal Data accurately with the most up-to-date content to the extent necessary to achieve the stated Principal Purposes.
FABR: FHHOERITHER, S CEEGENEREHET 54,

DISCLOSURE : Disclosure of this information is voluntary; however, failure to provide the requested information may impede, delay or prevent further
processing of administrative actions.

153REIR: EANBEROFRIERTTD. EBRSNERERELGA ST
L1EBENHYET,

55, TORODFHREDYITF, B, $H5 Uk

Format Revision: 06-30-17

Task List




This position is located in the Business Management Division, Support Services Department,
NAVSUP Fleet Logistics Center (FLC) Yokosuka, Japan, under the general supervision of the
Director of the Business Management Division. The incumbent serves as a Resource Management
analyst. This position provides the Division Director and Department Head with objectively based
information for making decisions on the administrative, programmatic, and business planning for the
organization. The incumbent is responsible for planning program costs associated with annual, multi-
year, and long range fiscal planning for FLC Yokosuka and subordinate activities. The incumbent is
responsible for monitoring execution of the budget and for preparing weekly, monthly, and ad-hoc
financial status of funds report and charts. The incumbent is the lead analyst to the Director of the
Business Management Division on labor execution for the FLC Yokosuka enterprise, including USCS
and Government of Japan labor cost sharing programs for master labor contract (MLC) employees.

1. MAJOR DUTIES:

1. Lead analyst for Code 310 financial reporting. Develop multiple weekly and monthly financial
reports on the overall execution of FLCY’s business plan, including execution down to the P&S level
for mission and reimbursable fund types. Responsible for the following command level reports:
weekly status of funds execution report, weekly Defense Travel System (DTS) execution report,
weekly flash report for leadership, and monthly execution report and chart. Develop other financial
reports as requested by Code 310 Division Director and Code 300 Department leadership.

2. Monitors the execution of FLCY’s annual budget for proper allocation and execution rates in
support of FLCY’s management objectives. Recommends reprogramming of funds between accounts
or installations to finance new or revised requirements, and to support the accomplishments of
planned objectives. Prepares, validates and recommends activity fund allocation levels on the basis of
requests from Production and Services (P&S) leads. Considers and coordinates recommendations by
FLCY P&S leads and other program advocates. Uses sound financial and budget principles to present
and justify allocation levels. Monitors performance of P&S lines against approved execution plans.
Reviews status of allocated resources and recommends adjustment of resource authorizations where
indicated.

3. As the resource management analyst, the incumbent performs a wide spectrum of analytical and
operational functions in developing the annual business plan (PSP), evaluate, and recommend changes
for the improvement of management of activities.

Makes organizational studies and gathers all factual, historical and statistical data available by
studying reports and records and discussing operations and problems with related offices and
subordinates sites.

Research and investigate new or improve business and management practice for application to
programs or operations, recommend change or process improvement in work methods and procedure.

Performs other related duties assigned by the supervisor.



